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Altho  there  is  at  present  very  little 
available  information  about  the  kind 
of  records  to  install  in  county  libraries, 
it  is  increasingly  evident  that  there  is 
a need  for  a digest  of  the  best  methods 
now  in  use. 

In  order  to  find  out  what  is  the  most 
desirable  system  for  the  conduct  of 
such  libraries,  a number  of  experienced 
county  librarians  have  been  consulted. 
The  results  which  have  been  arrived 
at  may  promote  greater  unity  of  meth- 
ods, as  well  as  save  time  for  those 
who  are  about  to  start  such  a system. 

It  is  recognized  that  much  of 
the  county  library  work  is  yet  in  its 
infancy,  and  that  methods  will  un- 
doubtedly change  as  the  service  grows. 
Suggestions  for  possible  modifications 
of  this  outline  will  be  welcomed. 

Distinction  between  branches,  stations,  and 
other  agencies 

For  the  sake  of  uniformity,  the  A. 
L.  A.  definitions  of  these  terms  have 
been  adopted.  It  will  be  necessary  to 
conform  to  the  distinctions  between 
these  terms  if  county  library  records 
are  to  have  any  real  basis  for  com- 
parison. 

A branch  is  an  auxiliary  library,  complete 
in  itself,  having  its  own  permanent  collec- 
tion of  books,  either  occupying  a separate 
building  or  housed  in  one  or  more  rooms 
in  a school,  park,  or  field  house,  social  set- 
tlement, parish  hopse,  rented  store,  etc., 
and  administered  as  an  integral  part  of  the 
library  system,  i.e.,  by  a paid  staff.  To 
rank  as  a branch  its  hours  of  opening 
should  approximate  those  of  the  central  li- 
brary. 

A sub-branch  is  a branch  in  which  the 
hours  of  opening  do  not  approximate 


those  of  the  central  library  or  the  regular 
branches.  i j « J 

Stations  include  deposit  and  delivery  sta- 
tions. Deposit  stations  consist  of  small 
collections  of  books  (from  200  to  several 
hundred  volumes)  sent  for  an  indefinite 
term  to  a store,  school,  factory,  club,  etc. 
The.  collections  are  frequently  changed;  the 
station  has  some  permanency.  A station 
may  be  in  charge  of  an  assistant  sent  from 
the  central  library  or  neighboring  branch, 
or  a trained  librarian  employed  at  the  ex- 
pense of  a co-operating  institution  or  so- 
ciety, an  office  employee  of  a factory,  or  a 
volunteer  worker.  Delivery  stations  have 
no  books  on  deposit  but  fill  orders  from  a 
central  stock. 

Other  agencies:  These  embrace  for  the 
most  part  agencies  to  which  traveling  li- 
braries are  sent;  the  largest  number  of  such 
traveling  libraries  (20  to  50  or  more  books) 
go  to  school  rooms  of  grade  schools.  They 
include  also  fire  engine  houses,  police  sta- 
tions, factories,  clubs,  missions,  settlements, 
home  libraries,  etc. — A.  L.  A.  revised  form 
for  library  statistics. 

In  this  article  the  term  Stations  will 
also  include,  Other  agencies,  as  the  rec- 
ords for  each  are  the  same. 

The  book  collection 

Shall  the  county  library  be  operated 
as  a unit  or  shall  books  for  county  use 
be  segregated? 

In  smaller  counties  where  the  popu- 
lation is  fairly  evenly  divided  between 
city  and  county,  it  is  generally  consid- 
ered better  to  administer  the  library 
as  one  very  flexible  unit.  The  great 
advantage  of  county  library  service  is 
that  one  collection  of  books  may  be 
made  to  serve  a much  large  constitu- 
ency. For  this  reason,  the  books  are 
interchangeable.  County  readers  may 
often  demand  as  many  copies  of  the 
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County  Library  Outfits 

A typical  list  of  initial  supplies  and  charging  equipment  for  the  organization  of  a 
county  library  system,  based  on  a central  library  of  20,000  volumes. 


In  estimating  cost,  deduction^  may  be  made  for  supplies  already  on  hand. 


Note: 


Price 
Jan.  1,1922 

Decimal  classifica- 
tion, unabridged 

edition  $8.00 

Embossing  stamp . 4.50 

Order  cards  (quan- 
tity according  to 
number  of  new 
books  to  be  added) 
per  thousand. . . . 2.00 

Accession  records 
Since  the  present 
trend  in  the  economy 
of  records  is  to  elim- 
inate the  accession 
book  in  large  libra- 
ries, it  is  assumed 
that  neither  the  ac- 
cession book  nor  the 
loose-leaf  sheet  will 
be  used.  If  either  is 
desired  it  should  be 
added  to  the  list.  (See 
Library  Supplies  cat- 
alog, pp.  6-7.) 

Classified  record  of 
additions  and 
wi t h d r awa  1 s 
(loose-leaf  sheets)  .60 
Circulation  statis- 
tics sheets  (con- 
densed form, loose- 

leaf  sheet) 60 

Circulation  statis- 
tics sheets  (classi- 
fied form,  loose- 

leaf  sheet) -.60 

Binder  for  the  two 
preceding  records  4.50 
General  funds  ac- 
counting record 
(loose-leaf  sheet) . 1.25 

Petty  cash  account- 
ing record  (loose- 

leaf  sheet) 1.25 

Binder  for  the  two 
preceding  records  6.00 
Monthly  report 

forms 1.10 

Catalog  cards, com- 
mercial standard 
grade,  typewriter 
ruling  No.  5,  @ 

$3.30  per  thou- 
sand, with  15% 

discount  56.10 

This  quantity  of 
catalog  cards  provides 


Price 

Quantity  Cat.  No.  Jan.  1, 1922 

for  a fair  allowance 
to  start  the  work.  It 
is  assumed  that  the 
central  library  already 
has  a shelf  list  and  a 
catalog  of  all  books 
onhand.  Discount  in- 
crease on  larger  quan- 
tities. The  commer- 
cial standard  grade 
card  specified  is  sat- 
isfactory for  county 
library  records. 


1 set 

43110SL 

Shelf  list  guides 

(set  of  10) 

$0.50 

1 set 

431100SL 

Shelf  list  guides 
s u p p lementing 
above  (set  of  100) 

4.25 

500 

4310 

Plain  buff  guides, 

halves 

4.38 

1123 

Application  blanks 

(quantity  depends 
upon  the  popula- 
tion to  be  served) 
per  thousand .... 

3.25 

1 set 

43125 

Buff,  celluloided  A- 
Z guides  for  above 
file  

.95 

5000 

33110P 

Plain  catalogcards. 

light  weight,  for 
registration  rec- 
ord, (a)  $2.70, with 
10%  discount.  . . . 

12.15 

If  book  register  is 
preferred,  substitute 
1 cat.  no.  1089  5000 
line  register.  $4.25. 

20,000 

1152 

Book  cards  (buff) 

for  county  use,  @ 
$2  60  

52.00 

20,000 

1150 

Book  cards  (white) 

duolicate  for  cen- 

tral library  use, 
(5)  $2.60 

52.00 

20,000 

1173L 

Book  pockets  (or 

anv  other  prefer- 
red style)  @ $4 . . 

80.00 

20,000 

1137 

Date  due  slips  (cb 
$1.65  

33.00 

43531 A E Pressboard  cellu- 
loided  date  guides 
1-31,  per  set  ....  1.50 

Note:  Number  of  sets 
needed  depends 
nnon  number  of 
branches. 


Quantity  Cat.  No. 

1 1004 

1 1320 

1110 


12 

1605 

12 

1606 

or 

12 

1607 

1 

16458 

12 

1608 

12 

1609 

1 

16463 

100 

1610 

20,000 

33125 

Price 


Quantity  Cat.  No. 

Jan. 

1,  1922 

Quantity 

Cat.  No. 

43131AE 

Buff  stock  not  cellu- 

loided  date  guides 
1-31,  per  set. . . . 

$0.45 

Note:  Number  of  sets 

needed  depends 
upon  number  of 
stations. 

s 

1210 

1307 

Band  dater  (one 

m 

for  each  branch 
and  station ) @ . . 

.45 

1325 

Ink  pad  (one  for 

each  branch  and 
station)  (a) 

.30 

1 gross 

1814 

100 

Plain,  gray  press- 

1 bottle 

1339 

board  guides  for 
names  of  branch- 

2  bottles 

1390 

es  and  stations 
(43E  size,  full- 

1 can 

1824 

cut  tab) 

1.50 

400 

1343 

1203.1  Single  compart- 
ment oak  charging 


or 

1340 


Price 

Jan.  1,  1922 
tray,  capacity  800 
cards  and  guides@  $2.30 
(Order  one  for  each 
branch) 

Black  cloth  - cov- 
ered, pasteboard 
charging  tray,  ca- 
pacity 300  cards 
and  guides  @ . . . .50 

(Order  one  for  each 
station) 

Judge’s  quill  pens 
for  marking  books  1.40 
David’s  white  let- 


terine 30 

White  shellac  ....  1.00 

White  size  paste 
(2  qts.)  1.20 

Non  - losable  book 

supports  84.00 

L.B.book  supports  66.00 


UNIT  CARD  CATALOG  CASE,  CONSISTING  OF: 


2 C93515.1  15  - tray  catalog  1 

units  (oak)  with 
screw  front  rods, 
capacity  37,600 
cards  and  neces- 


1 

C90895 

sary  guides 

High  leg  base  .... 

85.00 

12.25 

1 

C90715 

Cornice  

6.00 

1 

C90855 

Sliding  reference 

2 

7604 

shelf  

Book  trucks,  oak . . 

11.00 

95.00 

7335.1  Single  wing  card 
record  desk,  con- 
sisting of  desk 
with  nine  trays 
for  5x3  in.  cards 
on  end;  a posting 
unit,  and  a de- 
tachable end  . . . .115.00 
This  includes  roll-top  cover  over  trays. 

The  cover  may  be  equipped  with  lock  at 
extra  cost  of  $4.75. 

This  unit  may  be  extended  to  a double 
wing  desk  with  a total  of  18  trays. 


1 

1 


ALTERNATES 

3144  Single  pedestal  flat-  1 7224  Low  swivel  chair 

top  desk  with  top  for  any  of  the 

36"  x 44"  50  25  above  desks 16.50 

3137  Similar  desk,  top  

26"  x 37"  FT  36.00 


One  of  the  most  important  things  to  be  considered  in  starting  a county  library  system 
is  a desk  with  adequate  provision  for  charging  trays  containing  book  cards  charged  out  to 
the  various  stations. 

The  L.  B.  card  record  desk  is  very  convenient  for  this  purpose,  as  it  provides  a maxi- 
mum capacity  for  charging  trays  and  a small  posting  board  at  the  side  for  charging  and 
discharging  the  books.  This  desk  has  given  great  satisfaction  in  California  county  library 
systems. 


Technical libraiy  y Steel  bo okstack 

furniture  Museum  cases 

and  supplies 


Library  Departments 


Boston,  43  Federal  street  New  York,  316  Broadway 

Chicago,  6 North  Michigan  avenue 


Salesrooms  in  50  leading  cities  of  the  United  States,  Great  Britain  and  France 


older  fiction  and  nonfiction  as  they  will 
of  current  “best  sellers/'  Why  then 
should  they  not  have  access  to  the 
books  which  often  stand  unused  on  the 
shelves  of  the  central  library?  In  the 
beginning,  if  the  joint  use  of  the  cen- 
tral library  is  offered  to  the  county  pa- 
tron on  the  contract  plan,  and  the 
argument  is  advanced  that  there  will 
be  a greater  economy  in  book  pur- 
chases for  all  readers  in  a county,  it 
will  hardly  be  wise  to  spend  money 
immediately  for  a separate  county  col- 
lection. 

The  tendency  may  be  gradually  in 
the  direction  of  some  permanent  col- 
lections in  branches,  but  they  will  be 
frequently  supplemented  by  loans  of 
newer  books  from  the  central  library. 
In  a few  cases  where  city  and  county 
population  are  large,  the  best  interests 
of  all  may  be  more  satisfactorily  met 
thru  a separate  collection  for  county 
loans,  or  for  rural  schools.  Special  re- 
quests or  needs  are  provided  for  by 
temporary  loans  from  the  central  col- 
lection. 

If  more  or  less  “fixed  collections” 
are  built  up  for  the  larger  branches,  a 
better  balance  may  be  obtained  for 
such  branches.  These  collections  are 
watched  and  checked  up,  at  least  once 
a year  to  prevent  some  books 
from  becoming  “lumber.”  The  “fixed” 
idea  is  to  be  avoided  as  much  as  pos- 
sible. 

Accession  record 

Any  form  of  accession  record  in  use 
at  the  central  library  may  be  used  for 
county  books.  The  new  loose  leaf 
typewritten  sheet  saves  time  and  looks 
better  than  the  handwritten  book  form. 
Some  systems  are  successfully  operat- 
ed without  the  line  by  line  accession 
book,  by  amplifying  the  shelf  list  and 
keeping  a statistical  sheet  record  of 
additions  and  withdrawals.  If  an  ac- 
cession number  is  desired  for  the  sake 
of  accuracy  in  checking,  continuous 
numbers  may  be  obtained  by  the  use 
of  a numbering  machine.  The  acces- 
sion number  is  not  actually  necessary 
if  copy  numbers  are  used. 


Probably  the  majority  still  prefer  the 
line-by-line  record,  as  in  average 
county  libraries  much  of  the  routine 
work  must  be  done  by  untrained  as- 
sistants, who  may  perhaps  be  more 
easily  taught  the  older  method.  Obvi- 
ously the  librarian  in  charge,  trained 
tho  she  may  be,  will  not  be  able  to  do 
all  of  the  record  work. 

Shelf  list 

The  central  library  shelf  list  shows 
all  books  in  the  county  system,  with 
the  names  of  all  branches  owning  a 
book  or  copy  stamped  on  the  shelf  list 
card.  If  the  county  collection  is  sepa- 
rate, the  shelf  list  is  also  separate. 
Copy  numbers,  when  there  are  many, 
may  be  recorded  on  the  back  of  the 
card.  For  permanent  collections  in 
branches,  a duplicate  shelf  list  card,  or 
author  card,  for  each  new  book  added 
to  a particular  branch  may  be  sup- 
plied. This  is  filed  at  the  branch  in 
shelf  list  order,  or  alphabetically  by  au- 
thor, if  preferred.  Time  may  be  saved 
by  utilizing  order  cards,  which  have 
served  their  first  purpose,  as  shelf  list 
cards,  without  taking  time  to  make  an 
additional  card. 

Catalog 

A union  card  catalog  lists  all  books 
in  the  county  system.  If  a book  is 
placed  only  in  the  county  collection, 
as  may  sometimes  be  true,  the  word 
County  is  stamped  below  the  call  num- 
ber on  the  catalog  cards  for  that  book, 
for  convenience  in  locating  such  books. 

Registration 

Application  cards  are  sent  to  all 
branches  or  stations,  and  when  filled 
are  returned  to  the  central  library  for 
the  assignment  of  borrowers'  numbers 
from  the  registration  record.  It  is 
more  economical  to  use  one  applica- 
tion form  for  both  adults  and  juveniles, 
with  the  additional  information  about 
children  printed  at  the  bottom  of  the 
form,  together  with  a line  for  the  pa- 
rent's signature. 

All  application  cards  are  filed  in  one 
straight  alphabetic  file  at  the  central 
library,  both  for  county  and  city  bor- 


3 


rowers.  In  larger  branches  it  may  be 
necessary  to  send  a duplicate  to  the 
branch,  for  a local  file.  Experienced 
county  librarians  recommend  one 
straight  numerical  register  with  con- 
tinuous numbering  and  the  use  of  a 
definite  prefix,  or  abbreviation  letter, 
to  indicate  each  township  in  the 
county.  The  numbered  register  may 
be  either  in  book  or  card  form,  with 
the  preference  in  favor  of  the  3 x 5 in. 
card  filed  on  end  in  the  charging  desk. 
A separate  township  file  at  the  central 
library  has  been  found  useful  in  some 
systems.  This  is  a duplicate  of  the 
numerical  register  card,  filed  by  the 
prefix  township  symbol,  and  then  nu- 
merically by  borrower’s  number.  This 
record  aids  in  looking  up  a borrower’s 
name  and  also  gives  statistics  of  reg- 
istration for  various  sections  of  the 
county. 

Borrowers’  cards 

Some  county  systems  are  satisfac- 
torily operated  without  borrowers’ 
cards,  just  as  there  are  city  systems 
where  this  card  has  been  eliminated 
with  success.  Borrowers’  cards  seem 
to  be  regarded  as  less  and  less  neces- 
sary in  either  city  or  county  libraries. 

Where  the  borrower’s  card  has  been 
eliminated  much  annoyance  is  obvi- 
ated for  both  readers  and  assistants, 
and  there  are  many  advantages.  It 
is,  however,  still  contended  by  many 
that  a borrower’s  card  promotes  in- 
terest and  a regard  for  the  mechanical 
side  of  the  library.  In  counties  having 
a large  population,  especially  in  those 
where  many  foreign  names  occur, 
identification  or  membership  cards  may 
be  helpful.  County  borrowers  who  are 
not  personally  known  to  the  librarian 
may  present  themselves  at  the  central 
library.  A small  membership  card 
1^2  by  2 y2  in.  in  size,  bearing  the  reg- 
istration number,  name,  and  address 
of  the  borrower,  will  then  save  em- 
barrassment and  delays.  This  card 
may  be  carried  by  the  borrower  more 
easily  than  the  borrower’s  card,  but 
books  may  also  be  easily  charged  by 
looking  up  the  number  in  the  alpha- 
betic application  card  file. 


If  borrowers’  cards  are  used  at  the 
central  library,  or  even  at  branches,  it 
does  not  follow  that  they  must  neces- 
sarily be  used  at  the  stations.  Local 
librarians  will  know  their  borrowers  on 
sight,  and  there  is  no  difficulty  when 
borrowers’  cards  are  not  used. 

Whether  or  not  the  borrowers’  cards 
are  eliminated,  both  the  alphabetical 
file  of  application,  cards  and  the  nu- 
merical register  must  be  retained. 

Charging  records 

The  general  tendency  is  to  keep  the 
charging  system  for  county  loans  as 
nearly  like  the  central  library  as  possi- 
ble. For  this  reason  the  records  and 
supplies  needed  do  not  vary  much 
from  those  used  at  the  central  library. 

Pockets:  Each  book  to  be  circulated  is 
provided  with  a book  pocket  of  any 
style  desired.  There  is  a strong  tend- 
ency to  omit  printed  rules  on  pockets 
on  account  of  extra  cost;  and  because 
the  rules  in  almost  every  library  are 
subject  to  change  in  the  course  of  time, 
it  is  thought  better  by  some  to  print 
the  rules  on  a book  mark  which  may 
be  easily  changed  when  necessary. 

Date  slips:  The  Date  due  instead  of 
Date  of  issue  is  recommended  because  it 
helps  the  reader  to  return  books  more 
promptly.  The  date  slip  is  pasted  on 
the  fly  leaf  opposite  the  pocket. 

Book  cards:  All  books  to  be  sent  into 
the  county  require  two  book  cards,  one 
for  use  at  the  central  library  and  another 
for  use  in  the  county.  The  common 
style  for  county  use  is  the  5 x 3 in.  card 
filed  on  end,  with  space  for  author  and 
title,  a date  due  column,  and  another  for 
the  name  of  the  borrower.  Some  wish 
an  additional  column  for  date  of  return. 
The  four  column  card,  with  space  for 
date  due,  and  for  the  name  or  abbrevia- 
tion of  the  rural  branch  or  station,  is 
used  at  the  central  library.  It  aids  the 
eye  in  sorting  if  these  two  cards  are  of 
different  colors,  buff  for  the  county  card 
and  white  for  the  central  library.  The 
difference  between  the  two  is  sometimes 
distinguished  by  typing  one  card  in  black 
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and  the  other  in  red.  Two  colors,  buff 
and  white,  seem  simpler. 

Charging  books  for  county  use  at  the  cen- 
tral library 

In  charging  a book  to  be  sent  to  a 
county  collection,  the  book  card  to  be 
kept  on  file  at  the  central  library  is  dated 
with  the  date  of  issue.  Some  librarians 
stamp  the  name  of  the  county  branch  or 
station  to  which  the  book  is  sent  above 
this  date.  Others  do  not  consider  this 
name  on  the  book  card  essential,  as  all 
book  cards  charged  to  a given  library 
are  filed  back  of  a guide  bearing  the 
name  of  that  library,  and  the  guide 
may  take  the  place  of  the  name 
stamped  on  the  book  card.  The  for- 
mer method  is  much  safer,  in  case  a 
book  card  should  be  misplaced,  or 
when  single  books  or  groups  are  sent 
at  varying  intervals,  as  one  date  on 
the  name  guide  will  not  cover  the  var- 
ious charges. 

One  book  card  remains  in  the  book 
pocket  to  be  used  in  the  county,  and 
the  other  is  kept  at  the  central  library, 
filed  as  above  stated,  back  of  a guide 
bearing  the  name  of  the  county  branch 
or  station,  and  then  numerically  by 
class  number  and  alphabetically  under 
each  class  by  author,  keeping  separate 
files  of  cards  for  fiction  and  nonfiction, 
and  also  adult  and  juvenile  books. 
Some  prefer  one  straight  alphabetical 
file  by  author  without  class  arrange- 
ment. The  former  method  is  the  li- 
brary way,  and  seems  more  logical. 

Discharging  books  at  the  central  library 

When  books  are  returned  from  the 
county,  either  as  a collection  or  indi- 
vidually, the  book  cards  are  removed 
from  the  central  library  “stations 
charging  file,”  and  put  in  the  book 
pockets.  This  effects  the  cancellation 
of  the  county  charge.  When  the  books 
are  at  the  central  library  both  book 
cards  are  in  the  pocket  if  there  is  a 
separate  county  collection.  If  there  is 
but  one  collection  for  both  city  and 
county,  it  will  probably  be  more  con- 
venient, when  the  book  is  not  in  use, 
to  keep  the  duplicate  book  card  filed 
in  classed  arrangement  at  the  charging 


desk,  ready  to  send  to  the  county  the 
next  time  the  book  is  loaned.  In  some 
libraries  these  duplicate  cards  are  kept 
in  a straight  alphabetic  file. 

When  books  are  returned  from  the 
county,  any  cards  remaining  in  the 
central  charge  file  belong  to  the  books 
still  in  the  county.  The  best  service 
will  not  be  given  if  all  of  a shipment 
must  be  returned  from  a county 
loan  at  one  time,  and  with  the  double 
card  system  this  is  unnecessary.  New 
shipments  are  sent  before  all  the  books 
in  a former  loan  have  been  returned,  so 
that  there  will  be  no  lapse  of  any  con- 
sequence. If  a book  is  returned  with- 
out the  book  card  in  the  pocket,  a no- 
tice is  sent  asking  the  librarian  to  look 
for  the  card.  As  it  is  undesirable  that 
duplicate  book  cards  should  be  floating 
around,  reasonable  care  is  taken  to  lo- 
cate missing  cards. 

Occasionally  books  sent  to  one 
branch  or  station  are  returned  thru  an- 
other. The  “Whereabouts”  or  “Stock 
list,”  described  later  on,  shows  to  what 
branch  or  station  a book  has  been 
charged  and  in  that  way  the  book 
cards  for  stray  books  may  be  found. 

Popular  new  books 

In  small  county  systems  popular  fic- 
tion and  nonfiction  will  need  to  be  sent 
to  the  county  on  a time  limit,  not  to 
exceed  two  weeks,  in  order  to  make  a 
limited  supply  of  popular  books  satisfy 
a larger  number  of  patrons  in  city  arid 
county.  Larger  counties  will  find  it 
necessary  to  buy  extra  copies  of  books 
most  in  demand,  and  in  emergencies, 
to  send  them  by  post,  in  the  order  re- 
quested, with  directions  to  custodians 
to  keep  them  a month  or  six  week' 
and  lend  as  “Seven  day”  books.  Obvi- 
ously all  county  patrons  must  be  given 
an  equal  chance  at  new  books. 

Some  small  county  systems  set  a 
time  limit  only  for  books  sent  by  special 
request  but  not  on  popular  new  books, 
either  fiction  or  nonfiction. 

Charging  at  branches  or  stations 

All  branches  need  a small  charging 
tray,  date  guides,  1-31, and  a dating  out- 
fit consisting  of  a pencil  date  holder, 
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rubber  type,  and  ink  pad  (or  band 
dater  if  preferred).  Stations  and 
smaller  agencies  may  do  without  the 
tray,  and  even  without  the  dater,  using 
merely  a pencil  for  dating,  but  this  is 
undesirable. 

When  a book  is  loaned,  the  name  of 
the  borrower  is  written  on  the  book 
card,  and  both  it  and  the  “Date  due” 
slip  in  the  book  are  dated  with  the  date 
due,  two  weeks  in  advance  (or  four  if 
preferred),  and  seven  days  in  advance 
for  new  books  greatly  in  demand.  If 
a borrower’s  card  is  used,  this  is  also 
dated  with  the  same  date.  The  book 
card  is  placed  in  the  charging  tray 
back  of  the  date  guide  corresponding 
to  the  date  on  the  card  and  date  slip, 
so  that  it  may  easily  be  found  when 
the  book  is  returned.  The  book  is  dis- 
charged by  replacing  the  book  card  in 
the  pocket. 

Stations  and  other  small  agencies 
will  not  need  a charging  tray,  as  a 
rubber  band  may  be  kept  around  the 
small  pack  of  cards  for  books  in  cir- 
culation. 

At  branches  the  librarian  is  taught 
to  file  the  book  cards  in  the  library 
way,  back  of  guides  for  the  date  due, 
in  classed  arrangement,  and  alpha- 
betically by  author.  At  stations  and 
agencies  it  does  not  matter  how  they 
are  filed;  alphabetically  by  author  may 
be  simpler.  Whatever  method  is  used, 
the  books  are  not  issued  in  such  large 
numbers  as  to  make  it  difficult  to  find 
the  book  card  when  a book  is  returned. 
Unless  there  is  a paid  assistant,  it  is 
often  hard  to  insist  upon  any  particular 
method. 

Circulation  statistics 

The  practice  varies  as  to  the  count- 
ing of  statistics.  In  some  systems  they 
are  all  counted  at  the  central  library 
from  the  charges  shown  on  the  book 
cards  which  are  returned  with  the 
books.  This  makes  a vast  amount  of 
clerical  work,  and  is  objected  to  by  ex- 
perienced librarians,  who  contend  that 
branch  librarians,  at  least,  ought  to  be 
taught  to  keep  their  own  records  of 
circulation  on  an  approved  statistical 


form.  At  stations  and  agencies  this 
may  not  be  easily  accomplished,  but 
there  is  good  precedent  for  requiring 
it  even  of  unpaid  custodians.  It  will 
require  personal  instruction  and  some 
patience  on  the  part  of  the  supervising 
librarian,  but  it  is  well  worth  the  ef- 
fort. One  librarian  writes,  “It  is  a 
pretty  poor  system  that  can  not  have 
quarterly  visits  from  headquarters. 
Circulation  statistics  may  easily  enter 
into  such  conferences  and  the  display 
of  statistics  from  a neighboring  branch 
or  station  which  are  correctly  made 
will  accomplish  wonders.” 

There  is  some  disagreement  as  to 
whether  circulation  statistics  should 
cover  the  customary  ten  classes  of 
books,  or  simply  a count  of  fiction  and 
nonfiction.  The  decision  in  this  mat- 
ter will  depend  upon  the  librarian  and 
local  conditions. 

“Whereabouts,”  or  “Stock  list,”  at  the  Cen- 
tral library 

It  is  quite  necessary  to  have  a record 
at  the  central  library  to  show  just  what 
books  a given  library  has  already  had, 
in  order  to  prevent  duplication  when 
new  shipments  are  made,  and  also  to 
give  the  exact  location  at  any  time  of 
a book  which  may  be  needed  by  some 
other  community. 

This  record  is  called  by  various 
terms,  none  of  them  very  significant, 
but  it  is  commonly  made  on  a catalog 
card,  and  consists  of  the  simplest  au- 
thor and  title  entry,  filed  alphabetically 
by  author.  On  this  card  is  stamped 
the  names  of  all  branches,  or  stations, 
to  which  the  title  has  been  sent,  with 
the  date  sent.  It  is  also  obviously  nec- 
essary before  returning  the  book  cards 
to  the  pocket  in  discharging,  to  use  a 
check,  or  stamp  the  discharge  date  on 
the  “Whereabouts”  record  to  show  _ 
when  the  book  was  returned.  Special 
requests  are  indicated  by  writing  the 
date  sent  in  pencil,  instead  of  stamp- 
ing. Some  librarians  also  show  a rec- 
ord by  copy  numbers,  but  others  think 
this  unnecessary,  as  it  does  not  matter 
which  copy  has  been  sent  to  a com- 
munity. It  will  save  filing  space  if 
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this  record  is  made  on  a 5 x 3 in.  card 
filed  on  end.  This  is  especially  desir- 
able when  the  Library  Bureau  unit 
record  desk  is  in  use  for  county  rec- 
ords at  the  central  library. 

Typewritten  lists 

In  some  systems  a typewritten  list 
is  furnished  with  all  books  sent  to  a 
branch,  or  station,  and  a carbon  copy 
is  kept  at  the  central  library.  This 
plan  does  not  work  out  well  as  time 
goes  on,  and  the  list  is  usually  discon- 
tinued. * The  typewritten  list  may  be 
useful  at  the  station  but  the  “Where- 
abouts” list  is  much  more  convenient 
for  use  at  the  central  library  and  makes 
the  carbon  copy  unnecessary.  Some 
small  California  libraries  send  an  in- 
voice on  cards,  which  may  be  filed  as 
a catalog  for  the  books  at  a branch  or 
station.  These  cards  are  returned 
with  the  books. 

Station  custodians 

Volunteer  custodians,  or  assistants, 
may  often  be  obtained,  especially  in 
schools.  In  most  instances,  better  serv- 
ice is  rendered  where  custodians  are 
paid  a small  sum,  a flat  rate,  based  per- 
haps on  the  number  of  volumes  in  the 
collection.  This  is  better  than  to  base 
the  pay  on  statistics  of  circulation  and 
registration,  as  is  sometimes  done. 
The  latter  method  is  not  recommended 
because  it  may  easily  encourage  the 
padding  of  records  on  the  part  of  some 
custodians. 

Book  Wagon  records 

These  vary  with  the  character  of  the 
territory  to  be  served. 

Book  collections 

The  books  are  usually  taken  directly 
from  the  central  shelves,  without  extra 
records  at  the  central  desk  to  show 
what  books  are  on  the  wagon.  One 
library,  however,  reports  a separate 
book  fund  for  wagon  service;  and  two 
libraries  report  that  a duplicate  book 
card  file  is  kept  at  the  central  desk  to 
show  all  books  charged  to  the  wagon. 
A separate  book  fund  for  wagon  serv- 
ice seems  unnecessary  in  most  in- 
stances, and  the  extra  charge  file  at  the 


library  for  books  on  the  wagon  is  ob- 
jected to  by  some  librarians  as  being 
unnecessary  and  a great  deal  of  work. 

Registration 

Application  cards  are  signed  by  all 
borrowers,  and  are  filed  in  alphabetical 
order  at  the  central  library.  This  file 
is  invaluable  in  locating  a family 
quickly,  or  in  reaching  a borrower  by 
'mail.  Once  a year  this  file  is  checked 
with  the  route  files,  as  borrowers  fre- 
quently move  and  a change  of  address 
and  route  is  necessary. 

A straight  numerical  register  is  kept 
on  plain  5 x 3 in.  cards,  filed  on  end, 
to  save  space.  Each  number  has  a 
prefix  letter  showing  the  township  to 
which  the  borrower  belongs.  The 
route,  or  location  number  is  placed  at 
the  left  hand  corner,  with  the  borrow- 
er’s number  in  the  center  of  the  card, 
followed  by  the  name  and  post  office 
address. 

Reserves 

All  books  may  be  reserved  upon  re- 
quest, and  orders  are  filled  in  turn.  A 
request  slip  is  filed  with  the  route,  or 
location  file,  until  filled.  A slip  is  also 
attached  to  the  outstanding  book  card 
as  a signal  for  the  book  desired.  In 
emergencies,  orders  are  filled  by  mail, 
the  postage  being  paid  by  the  library. 
If  a book  loaned  from  the  wagon  is 
needed  at  the  central  library,  a note 
with  the  postage  for  return  of  the  book 
is  mailed  to  the  borrower. 

Number  of  books  issued  to  each  borrower 

Some  libraries  limit  the  number  of 
books  allowed  each  borrower.  In 
other  cases  there  is  no  limit,  except  for 
popular  new  books  and  current  maga- 
zines, when  the  manner  of  limitation 
is  regulated  by  appealing  to  the  good 
sense  and  generosity  of  the  reader. 

Time  limit 

The  time  allowed  depends  upon  the 
frequency  of  route  trips,  usually  twG 
weeks  to  one  month,  with  no  seven  day 
books.  In  one  system,  route  visits  are 
six  months  apart,  due  to  the  large  area 
covered.  New  and  popular  books  are 
not  renewed.  No  fines  are  charged, 
when  house  to  house  calls  are  made. 
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House  to  house  visitation 

When  the  territory  to  be  covered  is 
purely  rural,  that  is,  the  wagon  stops 
at  each  farm  along  a given  route,  a 
“Family”  borrower’s  card  is  issued, 
buff  or  salmon  colored  stock,  bearing 
the  names  and  numbers  of  all  the  mem- 
bers of  the  family  who  are  registered, 
with  the  name  of  the  head  of  the  fam- 
ily at  the  top  of  the  card.  All  the 
family  cards  for  a particular  route  are 
carried  on  the  wagon,  arranged  in  the 
order  of  visitation.  Books  for  all  mem- 
bers of  a family  are  charged  to  the  first 
member  on  the  card  (head  of  the  fam- 
ily), in  order  to  save  time.  The  only 
record  in  the  book  issued  to  a bor- 
rower, is  the  route  number  placed  on 
the  date  slip.  All  book  cards  charged 
to  a family  are  kept  together,  by  rub- 
ber band,  with  the  family  card  and  are 
then  filed  back  of  a guide  bearing  the 
route  number.  These  are  filed  by 
route,  at  the  central  desk,  while  the 
wagon,  is  out  on  other  routes.  Books 
may  be  exchanged  between  trips,  in 
person  or  by  mail,  because  the  route 
number  on  the  date  slip  makes  it  easy 
to  find  the  book  card  in  its  place  un- 
der the  route  guide.  When  a book  is 
issued  to  a rural  patron  at  the  central 
desk,  the  book  card  is  counted  on  a 
daily  circulation  slip,  and  placed  in  the 
file  with  other  cards  charged  to  that 
borrower’s  route.  The  book  may  then 
be  picked  up  by  the  wagon  on  the  next 
call  to  that  route,  or  it  may  be  re- 
turned by  mail  or  in  person. 
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Circulation  statistics 


The  count  for  books  issued  from  the 
wagon  is  taken  from  the  book  cards, 
after  each  run,  in  the  same  manner  as 
for  the  central  library,  but  cumulative 
records  for  each  route  are  kept  sepa- 
rately. 


Fixed  location  visitation 


When  the  wagon  service  is  not  of 
the  house  to  house  type,  but  limited 
to  certain  hamlets,  locations,  or 
schools,  the  usual  methods  at  the  cen- 
tral library  prevail.  The  borrower’s 
name  is  written  on  the  book  card,  or 
the  borrower’s  number  if  the  bor- 
rower’s card  is  used,  and  these  are  filed 
on  the  wagon  when  not  in  use.  The 
date  due  is  placed  on  the  date  slip,  and 
also  on  the  book  card. 

Book  cards  are  filed  separately  for 
each  location,  until  counted  at  the  end 
of  the  route,  when  the  whole  count  for 
the  route  is  entered  and  all  book  cards 
for  the  day’s  issue  are  filed  in  class  or- 
der back  of  a date  due  guide  in  a tray 
on  the  wagon. 

Fines  are  charged  and  cards  for 
overdues  are  filed  under  the  name  of 
the  location  in  which  the  delinquent 
lives,  as  an  aid  to  the  librarian. 

Patrons  may  draw  or  return  books 
from  either  the  central  library  or  from 
the  wagon.  With  the  use  of  different 
colored  ink  pads  for  stamping  dates, 
there  need  be  no  confusion  in  dis- 
charging. 
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